
CITY OF SCOTTSDALE - Rev.5/02 - 1901 
 

QUALITY ASSURANCE & REGULATORY COMPLIANCE SUPERVISOR 
 

DISTINGUISHING FEATURES 
 
The fundamental reason the Quality Assurance Coordinator position exists is to develop and maintain all documents and 
systems, including the QA Manual, Standard Operating Procedures and training documents, within the Water Quality 
Division of the Water Resources Department.    This position may or may not supervise.   This position reports directly to the 
Laboratory and Water Quality Manager. 
 
ESSENTIAL FUNCTIONS 
 
Write and administer the Quality Assurance Manual and the Chemical Hygiene Manual. 
 
Develop and administer a Laboratory Quality Control Program to include MDL studies, performance evaluation studies, SOPs 
and daily data documentation.   
 
Perform bi-annual internal audits of all laboratory departments and audits of contract laboratories.  Performs 10% data review 
of all data generated. 
 
Maintain Laboratory Information Management System. 
 
Maintain a schedule for all quality control parameters including Method Detection Limits studies, peer data review and 
performance evaluations. 
 
Maintain ADHS license, including applications, audits, and correspondence. 
 
Attend industry meetings when requested to do so.  Responsible for all contact with EPA and ADEQ regarding compliance 
with regulations.   
 
Manage hazardous waste program for laboratory, including disposal and record keeping. 
 
Perform and conduct technical review of water quality and treatment issues affecting the City. 
 
May determine priorities, assigns works, creates schedules and assists staff with the day to day operation of the unit.  May 
assist in the selection of staff, train staff, and prepare performance reviews.  May Review and monitor various confidential 
personnel related reports.  
 
Performs other related duties as required 
 
Attendance and punctuality are essential functions of this position. 
 
 
MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities 
 
Knowledge of: 
 
Federal, State and EPA water and sewer regulations and requirements. 
Methods for data collection and analysis. 
 
Ability to: 



 
Plan and organize data, coordinate programs, and make decisions. 
Produce written documents with clearly organized thoughts using proper grammar. 
Observe, review and check the work of staff members to ensure conformance to standards.   
Enter data or information into a terminal, PC or other keyboard device. 
Establish and maintain effective working relationships with supervisors, co-workers, and the general public.   
Communicate effectively both verbally and in writing. 
 
Education & Experience: 
 
Any combination of education and experience equivalent to at least 4 years performing EPA or Standard Methods testing in 
an environmental laboratory including a minimum of 2 years as a Quality Assurance Officer.  A Bachelor’s degree in 
chemistry, biology or related field is required.   
 
Experience with the installation and maintenance of a LIMS is preferred. 
 
Some supervisory experience is desirable. 
 
 
 

 
FLSA STATUS:  Exempt   HR Ordinance Status:  Unclassified 


